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STAFF SPOTLIGHT
October 
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LAURA MILLER

Glenda Meyers and Laura Miller serve as Administrative
Assistants in the M-G CAFE Dean’s Office and as Glenda says,

they have too many jobs to count but they love it all! 
They are the first point of contact for the College and are

always a welcoming and helpful presence. Every day has a
new challenge, but they love learning about all the College

does and that is evident in how incredibly helpful and
knowledgeable they are! 

 We appreciate them both for being great problem solvers and
dedicated to their roles.

GLENDA MEYERS

Thank you for all you do at M-G CAFE!



Huddle

HR NEWS

The final HR Huddle of 2024 is coming up on 
October 29th at 10:00am
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We can’t wait to see everyone again and enjoy some
interactive learning and networking time along with

some seasonally themed treats! 

https://uky.az1.qualtrics.com/jfe/form/SV_85DC88NEUcEz5e6
https://uky.az1.qualtrics.com/jfe/form/SV_85DC88NEUcEz5e6
https://uky.az1.qualtrics.com/jfe/form/SV_85DC88NEUcEz5e6
https://uky.az1.qualtrics.com/jfe/form/SV_85DC88NEUcEz5e6


The Martin-Gatton College of Agriculture, Food and Environment Staff
Appreciation Day was set to take place on September 27th. However, we have

rescheduled to October 15th due to Hurricane Helene.
We look forward to seeing the hundreds of staff, from around the state enjoy a

day of celebration as well as honor everyone’s hard work and dedication.

This event will include announcing the winners of the Dr. Lisa P. Collins
Outstanding Staff Awards! After the event, we will post a full list here of the

winners but please view the nominees now. 

HR NEWS
Awards
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Annually, the Dr. Lisa P. Collins Outstanding Staff Awards program recognizes
high achievers out of more than 2,000 staff. The nominations are reviewed by a
committee of college peers and honored each year at the annual college Staff

Appreciation Day. 
Find out more on our Awards Page.

For additional information regarding opportunities available for staff, please visit
the college Employee Resources page.

https://cafebusinesscenter.ca.uky.edu/dr-lisa-p-collins-outstanding-staff-awards
https://cafebusinesscenter.ca.uky.edu/awards-and-recognition
https://cafebusinesscenter.ca.uky.edu/content/employee-resources


HR NEWS
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Retirement Conference
October 21-25

 In person and online sessions
available

 Session on topics from Social
Security to Retirement

Readiness
 Click here for more

information and/or to
register!

Check-In Calls

For the last 14 years, our office has
conducted Annual HR/Payroll
meetings. However, with the

introduction of the HR Huddle
Professional Development series, a
couple of years ago, we revamped

our HR meetings. To compliment the
Huddles, we designed a one-on-one

relaxed chat opportunity. 
This series is called our Check-In

Calls. Your invite should be coming
soon! 

Don’t miss this opportunity to let us
know what your specific needs are.

This is an excellent time to ensure you
have the training and resources you
need to best support your unit(s). 

Group Training
Sessions + One-

on-One
Customized
Training =

Complete HR
Admin Tool Kit!

Training

https://hr.uky.edu/retirement-conference
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HR NEWS
Leave and Dates to Know

Leave is an important part of the work-life balance. So, we know that you share our excitement
that several holidays are on the horizon!

For the complete Holiday Schedule please click here. 
Psssst… There is an “extra” holiday this year – can you find it on the list?

Create Leave Requests - myUK
Please remember to submit a Leave Request, via myUK, for all planned time away from work.
Pro Tip: The myUK app makes tasks a breeze and can be accessed on the go. Find additional

tools on the college Employee Resources page.
 

Bonus Holidays
An individual must be employed on or before Sunday, October 21, 2024, in a regular, full-time or part-time

position, in order to receive the special holiday/bonus days this year. Regular, part-time employees will
receive the special holiday/bonus days on a pro-rated basis. 

 
Well-Being Day Reminder

 Eligible staff may use up to two TDL days as personal well-being days each fiscal year. The
purpose is for engaging in any activity that promotes the overall well-being of the employee. For

additional details please see HR Policy #82
 

New FFY Funds
 When processing payroll cost distributions, with an effective period of 10/1/24 – forward, please

be mindful of using the correct federal fiscal year fund for the 235XXXXXXX accounts.
Note: The new funds are now available in CDEM.

 

Dates to Know
Payroll Earliest Retro Dates will set to the following:

 Bi-Weekly 9/22/24 Effective 11/19/24 
 Monthly 10/1/2024 Effective 11/12/24

ECRT Deadlines for FY24, Quarter 1
 Pre-Review: 10/15/24 – 11/4/24
 Confirmation: 11/5/24 – 12/3/24

Events
 College Staff Appreciation Day – 10/15

 HR Huddle, Session 3 – 10/29
 HR Admin Check-In Calls, Ongoing throughout the month

Upcoming Holidays
 Election Day 11/5

 Thanksgiving 11/28 & 11/29
 Christmas 12/25

 Bonus 12/26, 12/27, 12/30, & 12/31
 New Year’s 1/1

https://hr.uky.edu/official-staff-holiday-schedule
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FI NEWS
GRANTS

Reminder for business officers

  Sign up for the listserv to receive critical grant information from 
Research Financial Services (RFS). 

To self-enroll to this listserv, follow these instructions:
Send e-mail to LISTSERV@lsv.uky.edu with the following text in the message body:

subscribe IRIS-GMNEWS
Your first name
 Your last name 

The subject line should be blank as well as the rest of the body of the email.   

 
What is an unallowable cost and what section of Uniform Guidance discusses
unallowable costs? 

Recent email topics from RFS list serve include: 

Hypothetical examples of incurred data regarding its timeline period of
performance allowability on sponsored projects. This supplement is
complementary to the Period of Performance FAQ

What are CDEM(Cost Distribution Entry Module), ECC(Employee Compensation
Compliance), ERD (Earliest Retro Date)and Z4 Cost Transfers?

What does period of performance mean? 

What is an open item, including payroll encumbrances, purchase order,
subawards, cost transfer JVs, unposted concur expenses, PRDs, etc.

What is the meaning of benefit to the project? Why does an expense
need to benefit the project? How is the benefit demonstrated?

What are costing guidelines? Regulations set standards and principles
define costs incurred.

mailto:LISTSERV@lsv.uky.edu
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.uky.edu%2Fufs%2Fsponsored-projects-financial-management-faqs&data=05%7C02%7CGinny.Huntress%40uky.edu%7C56e92da525c840bb7a1008dcdcd8969a%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C638628070006466610%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=ejth0E0%2FVgg0TkAOBq3uxSJZp8wLwiM33BOsxOpn62c%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ecfr.gov%2Fcurrent%2Ftitle-2%2Fsubtitle-A%2Fchapter-II%2Fpart-200%2Fsubpart-E&data=05%7C02%7CGinny.Huntress%40uky.edu%7C56e92da525c840bb7a1008dcdcd8969a%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C638628070006695589%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=ZQxA0e10Ikz%2BBAiJSaG1HsClksX8q5PjJrmE%2FNqQPhM%3D&reserved=0
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Participants and supervisors, we are almost at the halfway point of the current compliance
cycle

. 
        The deadline for the current compliance cycle is December 31, 2024. 
         Mandatory participants are required to complete two (2) unique FAST courses by the
deadline. 
FAST PRO TIPS:
         Remember that FAST courses cannot be repeated for credit. Take a few moments to
view your Learning History to ensure you don’t repeat courses you previously completed.
         Courses you complete beyond the required two (2) per cycle count toward future
cycles. You can work ahead to be complete for future compliance cycles which may fall
during especially busy timeframes for you!
         Remember to consider any upcoming holidays and planned leave to give yourself time
to meet the deadline.

·      As a mandatory participant, you have the ability to choose your
 two (2) required courses for each      compliance cycle. The growing library covers a variety of
topics from Amazon Business to UKHC Payroll.
·      There are multiple ways to explore and choose courses. Visit the FAST Library in MyUK Learning
to add courses to your Learning Plan. 
·      You can also visit the FAST website for an alphabetical list of all FAST Courses with direct links.
Just click on the course to open and complete it!
·      The Courses page of the website also lists those currently in development, as well as potential
future courses. If you have an idea for a new course, submit this form to tell us about it!

·Don’t forget – each course also has a slide handout and QRG to support your learning 
                                                        available here.
 

FI NEWS
NEW FAST COURSENEW FAST COURSE  

The Cost Distribution Entry Model (CDEM) WBT is now available in the FAST Library. This
course explains the purpose of CDEM and how it is utilized. The course also covers how to
access it, the different roles for users, as well as the various functions within CDEM such as

commitments, distributions, AVC checks and workflows.
Already taken the CDEM course? Check out its handout and Quick Reference Guide (QRG)!

FAST COMPLIANCE REMINDER - CHECK YOUR COMPLIANCE STATUS

FAST COURSES YOUR WAY

Training

https://cafebusinesscenter.ca.uky.edu/files/qrg_-_shared_leave_pool_donations.pdf
https://cafebusinesscenter.ca.uky.edu/files/qrg_-_shared_leave_pool_donations.pdf
https://cafebusinesscenter.ca.uky.edu/files/qrg_-_shared_leave_pool_donations.pdf
https://click.lifecycle.uky.edu/?qs=9fcdb2a841de53a3cb5f8c7cade199e6c0f650998eef864feed80684c22598535b956b211bb99b37f1a490e5caffc33d04ac94cc60703eba
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://click.lifecycle.uky.edu/?qs=9fcdb2a841de53a37ac2e4331bb166a4a1331f5b27568151b65a74cee99f65638155761ec73f9f9a9bf322d440e775e6e037f9321143ebfc
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://click.lifecycle.uky.edu/?qs=9fcdb2a841de53a3de9753a684c3118537de68f6436cc34572cf2e8ff9fb248696dd2e59b8f9c63979680c077f84da97029fb6a113ab011a
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://click.lifecycle.uky.edu/?qs=9fcdb2a841de53a3cea4f73e3ed438fa808ade18894b2879750b7be504405b0554a9da3fd64a3951a8324a2c450d45dbf5a5fdb33641fb39
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://click.lifecycle.uky.edu/?qs=9fcdb2a841de53a3360012c4560a4510e0d3d71696ba1637ddeeb773e87e6886b11aaf665c81ad1581008fe799006b1a62f1a320b81e7eee
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://click.lifecycle.uky.edu/?qs=9fcdb2a841de53a327435fa83a73623e57d5b7acb56ed4daff2e4540ba8bc33a9e1a15c79e2e60797a975ce5e99b4a716bd8d7fcca1c77b6
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.uky.edu/ufs/e-50-2-cost-sharing


FI NEWS

In Tableau, click “Explore” 

October 2024 Newsletter 9 

Purchasing and Encumbrances

Tableau Encumbrance Detail Report

The encumbrance detail report can
be used to look at open items

(salary funds reservations, parked
JVs and open purchase orders) on

cost centers and grants. 
This report is especially helpful at

state or federal year end, or when a
grant is nearing its closing period,

to help identify any open items that
may need closed out or updated. 

Go to “Variable Screen”

Click “M-G CAFE – Encumbrance
Detail”

Click “M-G CAFE – Department Business
Officer Reports”

Click “M-G College of Agriculture, Food
and Environment– Financial Operations”

For questions regarding or access to this report, contact Cristin Costello. 
Find more information on purchasing and encumbrance management our website.

 
To access this report, click this link or follow the instructions below: 

mailto:cristin.sullivan@uky.edu
https://cafebusinesscenter.ca.uky.edu/content/purchasing-faqs-abd-quick-reference-guides
https://analytics.uky.edu/#/workbooks/17640/views


FI NEWS
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Purchasing and Encumbrances
Continued

Export to CSV to view in Excel and filter/sort as needed. 

The report will run. Use the filters at
the top of the page to narrow down
results if needed.

Click “Execute”

Input your department, fiscal year and
period, etc. 

Follow these links to the report and the purchasing page:

https://analytics.uky.edu/#/workbooks/17640/views

https://cafebusinesscenter.ca.uky.edu/content/purchasing-faqs-abd-quick-
reference-guides

https://analytics.uky.edu/#/workbooks/17640/views
https://cafebusinesscenter.ca.uky.edu/content/purchasing-faqs-abd-quick-reference-guides
https://cafebusinesscenter.ca.uky.edu/content/purchasing-faqs-abd-quick-reference-guides
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FI NEWS
FINANCIAL RESOURCE PAGEFINANCIAL RESOURCE PAGE  

Various resources can be found on our website under the
Financial Operations Resources page. This page can be
especially helpful to new business staff who may need

additional guidance. 
Our resources include; grant specific QRGs, a reconciliation

and Tableau reporting guide, Concur and Expense
management guides, and much more. 

Be sure to check it out for assistance with your finance-related
questions!

https://cafebusinesscenter.ca.uky.edu/content/finan
cial-operations-resources

Helpful content covering:
SAP
Budget & Finance
Equipment Inventory
Fiscal Year-End
General/Miscellaneous
Grant Resources
Purchasing
Travel and Procurement Card
Frequently Asked Questions
Past Users’ Group Meetings and Notes

https://cafebusinesscenter.ca.uky.edu/content/financial-operations-resources
https://cafebusinesscenter.ca.uky.edu/content/financial-operations-resources
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HELPFUL TIPS

Open the IRIS beach ball
Press ALT + F12
Options
Visual Design - Theme Settings
Change to SAP Signature Theme
Click OK
Exit out of SAP & the browser
Start over

With the recent upgrade from Windows 10 to Windows 11,
changes may have come to your view of SAP. If you want to
have a more familiar view or just something different, you

can change your SAP upgrades, by following these
instructions to change the theme: 

October 2024 Newsletter Page 12

 SAP VIEW OPTIONS 



HELPFUL TIPS
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Your paragraph text

Your paragraph text

Remember that you can report ice spots or any other danger to
snow@uky.edu or visit:

 https://hr.uky.edu/general/uk-walk-safe-winter 


